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SATERN 
How to Register for Langley Onsite Courses via the SATERN Catalog 

Login to SATERN at https://satern.nasa.gov  
 
Courses being offered onsite are displayed in two places in the SATERN Catalog.   
 
HOW TO FIND GENERAL COURSES BEING OFFERED ONSITE 
 
Click the [Catalog] tab.   
 

 
 
 
Click [Advanced Catalog Search].   

 

 
 
 



  
Login to SATERN at https://satern.nasa.gov 

FFiillee  ddttdd  0066//2255//0077  
SATERN   Login to SATERN at https://satern.nasa.gov  2  

SATERN 
In the ID field, type LARC.  Click [Search].   
 

 
 
 
Sample screen results.   
You may need to scroll down the screen or click to another screen to view all courses. 
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HOW TO FIND SAFETY OR IEM COURSES BEING OFFERED ONSITE 
 
        Some onsite courses are sponsored by the Agency.    
        To find Safety courses, type SAFETY in the search Catalog field. 
        To find IEM courses, type IEM in the search Catalog field. 
        If you know the course title, you may also enter it here. 
                  Click [Go] to  
                   start the search. 
 

 
 
 
Sample screen results.   
You may need to scroll down the screen or click to another screen to view all courses. 
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Instructor led courses are indicated by the icon -   
 

Online courses are indicated by the icon -  
 

 
Once you have located the course for which you want to register 
 
Click the blue arrow next to the class title to see the available scheduled sessions.   
  If a blue arrow does not appear next to the class title,  
  it means that a session is not currently available.   
 

 
 
 
To view the session details, click on the Start Date/Time information. 
 

 
 
 
Note:  You may need to scroll through the screen to view information.   
 

 
 
 



  
Login to SATERN at https://satern.nasa.gov 

FFiillee  ddttdd  0066//2255//0077  
SATERN   Login to SATERN at https://satern.nasa.gov  5  

SATERN 
 
To register for the session, click the [Register] button. 
 

 
 
  
  Clicking on the Registration Information arrow and Contact Information arrow  
  provides additional course details.  
   
 

 
 
The registration process for some onsite classes may require approval from your Supervisor, 
Directorate Training Coordinator, and/or the Center Training Office.   
If so, you will see the following screen: 
 

 
 
Click the YES button to proceed with registration or the NO button to cancel. 
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After clicking YES to proceed, the approval steps, if any, will display. 
 

  Entering comments is optional.   
o If accommodations are needed, such as an interpreter, please indicate it here.   

   You should also contact the Equal Opportunity Office which will make arrangements. 
o If there are instructions in the course description asking employees to submit 

information, it should be typed here. 
Click [Confirm] to finish the registration process.  
 

 
 
The following screen will display.  This completes the registration process. 
You will also receive a confirmation via email. 
 

SAMPLE ROUTE 
Actual approval route  

will vary 
(if one is needed). 

Your status will be “pending” until 
final enrollment decisions have 
been made. If selected, you will 
receive an email stating 
confirmation of enrollment. 

Optional. 
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If no approval route is needed, the registration will display as follows. 
 
 Entering comments is optional.   

o If special accommodations are needed, such as an interpreter, please indicate it here. 
   You should also contact the Equal Opportunity Office which will make arrangements. 

o If there are instructions in the course description asking employees to submit 
information, it should be typed here. 

Click [Confirm] to finish the registration process.  
 

 
 
 
The following screen will display.  This completes the registration process.  
You will also receive a confirmation via email.  
 

 

 

Optional. 
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To withdraw from a course: 
If you withdraw within three days of the course start date, please also contact the course  
Point of Contact or the Training Branch.   
 
  No shows or last minute cancellations not only impact course registrations but funding that 
  has already been obligated.   
 
Click on the [Learning] tab and then click the [Learning Plan] link.   
Locate course from which you want to withdraw. 
Click the [View registration] button. 
 

 
 
 
Click the [Withdraw] button. 
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Click the [OK] button. 
 

 
 
 

Click the [Yes] button. 
 

 
 
 

 


